
APPLICATION FOR RECORDS RETENTION SCHEDULE 

INSTRUCTIONS: See Publication No. 76-RM-! for instructions on completing this form. korward signed original to 
Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334, 
Attention: Scheduling Section. 

I. Dates of Series 
Iarliest Latest 

1978 I To Date 

FOR AGENCY USE ___  

5. Records Series Title (followed by title used in office; if different) 

Budget Services Grant Program Files 

mlication Date 

I_ 

.pplication Number 

- 
I. Person to Contact 

3renda Childers 

FOR RECORDS MANAGEMENT USE - _ _  

Date ReczGd Date Completed 

APR 9 1981 I APR 2 2  19G1 
~~ 

~ ~~ _._ 

Telephone Number 

656-2492 

1. Agency Address 
Department of Education 
Office of State Superintendent of Schools 
Budget Services and Federal Relations 

Atlanta,I;eorgia -30334- 
Division 

Working Title 

Princival Secretarv 

_ 

I. Record Series Description This f i le contains the following documents finclude form numbersand titles, if any): 
Attach samples of the file. 

Documents relating to: monitoring, allocating funds to, and giving fiscal support to the various 
grant programs administered by department units. 

Includedare: grant awards, regulations and statutes, annual plans/applications and related 
correspondence, memos, and other documents. 

File is arranged: alphabetically by grant program name; thereunder chronologically by grant 
__ awards, regulations and statutes, and annual plans/applications. 

One to six months old -125 -; Seven to twelve months old 125 
twenty-five months and older- 125 

3. Annual Rate of Accumulation of Records 
Letter-size drawers ; Legal-size drawers ;Shelves ;Other (specify) 3 1 inear feet 

_ _  
1. Monthly Reference Rate How often are records referred to which are: 

; Thirteen to twenty-four months old 125 ; 

? ~~ _- 

R-50-71. Rev. 76 IOwrI 

I 



~~ ~ _ _  10. Questionnaire (Place an "X" in the proper column) 
a. I s  this the official copy of the series? 
- If not, w h w ! % L c i l ~ - . ~ ~ -  - 
b. Does the series contain confidential information requiring security handling? If yes, cite law or regulation. 

~. _ _ _  ~ 
~ -~ ~~ 

. . ~~ 

- c. Is  this a vital record?_. . 
d. Does this series have historical or long term research value? __ -. .. . 
e. When one or two documents in the file make it necessary to keep the entire file for a long period, could these 

documents be scheduledaratdy? ~ ~- ~ __ 
_fl Is  the information contained in this series ever Dublished? If yes. attach C O D ~ .  .- 

g. I s  the inforGation contained i(, this series eyer a al zed andlor r c rd in a sum rized re 
-1 fuw.  a t t a c h x o p v .  Portion ~ goes - ~ i n  ZeJErtmentaf Buggets - anT proleRYons. 

h. Is  there a duplication of this series In your office, or In another office or agency? 
~ - If veuhere? .~ ~ . 

~~ i.. Is  this- amjoLpodm~ofitl regularlrmicrofilmed? 
Doeuhs r w r d  series rewlt in a c-~rintoirt ? i. 

~~ ~~ 

1. Retention Requirements The following requires the series to be kept: 

d. Audit period years. 
-~ -- years. 3 

a. State Law years. 
b. Statute of limitation years. e. Administrative need 
c. Federal law -- ~ ..years. f. Federal retention instructions years. 

Attach copy or excert of laws or regulations. Explain administrative need. 

'hese f i l k s  needed i n  administering and preparing the  departmental budget. 

-- - ~ -. 
2. Approved Disposition lnstructio; This agency recommends . .  that . .  the f i le  seriesbecut off a t  the end of each: 

0 Calendar Year; a, Fiscal Year; 0 Other 2 then, 
. .  

Hold in the current files area month(s1 3 year(s1; then 
0 Transfer to local holding area; hold 
0 Transfer to State Records Center: hold - _- ~-,year(s): then 

0 Transfer to State Archives for Dermanent retention. 

year(s.1; then 

Destroy. 

0 Other (Specify) 

Tt lstructions i a l l  PI r an ire accumi 'ns a ! se 5. 

lecornmendations in 
raph 12 are approved. 
I f  disapproved, attach letter 
f explanation.) 


